Funds Reservation User Guide Section 3

Inserting FMO030 Requisitions into the FM040 Screen

During the Funds Reservation Pilot, Line Office FMC users will enter requisition data into the
FMO030 Purchase Request Screen. There are two options available to insert these requisitions
into the FM040 Purchase Order Transaction Screen, using the “One to One” option which pulls
requisition data into both the control and detail blocks of the FM040 or the “Line Item” option
which pulls the requisition data into the detail block of the FM040.

For entering the original FM040, use the One to One option. For requisitions that involve
change orders, use the Line Item Option. You could also have a FM040 where both options are
used. For example if two requisitions are combined into one FM040. You would use the One to
One option to pull in one of the requisitions then use the Line item option to pull in the second
requisition.

All FM030 documents are recorded with a Receiving/Invoicing (R/l) Method of Quantity.
However, this can be changed to the Dollar R/l Method on the FM040.

1. Inserting Requisitions for Original Documents

This section describes the process for inserting requisitions into original documents. Original
documents are defined here as new documents not previously entered into CFS.

A. Using the “One to One” Option

The “One to One” option allows users to select one requisition to create one purchase order.
Using the one to one option, users will select the appropriate requisition number and the
requisition details will populate corresponding fields in the FIMO040.
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Perform the following steps to use the One to One option:

1. In the FMO040, click into the “One to One” block. Highlight N. Enter Y. Click Tab. A
pop up list of open requisitions will appear. Click to highlight the appropriate requisition

number. Click OK.

{;;11'3 Purchase Order Transaction Screen (FM040 VER-2.23.0.9)

*One to One < >

*Print IN_

- _— — - a0
Documen: Open Requisition Documents
Feeder Syz
i k4
“ASAPJ Find ndNo [
Doz Type Doc Mo BelMo C/O  Total Amount Doc Date _—
GRANT 459 0 0 133766000 NGJaR-2onE |« | pAFEE-2008
.z GRAMT 490 I} 1] 565,000.00 11-JaM-2008 2 v
L 231 0 0 5252800 11-JAN-2008 Required [V
Vendor: De |[GRANT 492 0 0 5500000 11-J4N-2006
GRAMT 493 a 1] 55,000.00 11-JAM-2006
=Approva [GRANT 494 0 0 55,000.00 12-JAMN-2006 seout < W>
FORED n 0 200,00 23-FEB-2006
*Docume |, | | > Hotes <|_>
Find aK Cancel |
Itemn: No —l - udel

Part Mo ] STtock Ho I

Deszcription <|_ > DOther <|_ > =Due Datel

Emp Mo

o

Acceptance Days I

'Figure 1 One to One FMO040 with Open Req List

2. The requisition data (Reference #, Effective Dates, Burea
Name) will populate into the control block of the FM040.
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3. Click or TAB into the Document Type field. Enter the appropriate type for this
requisition — ie PO3WAY, CONTRT, IAGPO

fﬂ Purchase Order Transaction Screen (FM040 VER-2.23.0.9) 1O X
*One to One <F v *Print IN_
Document: *Type IPDS’W.W ‘[Z![IIN_ Dbligh I ° I_ I_ Tatal I 0

TN M CSTARS DOC NO Mot I Source I
’ASAP:IN_ Pref I_Dale [Z3FEB2006  Referencet ILD FMC REQ NG Grant Amend No |_

Effective Dates | 23FEB-2005 - Stahs [OPEN |23FEB-2006

For: *Bureau Code m Name INUM *G/L Date I Z8-FEB-2006  CCR Yendaor Hequiredlw
Wendor: Descr 2 |_> Mo I 12241 I 1 M e IﬁSPEN GFROLUP

*Approval: IN_ By I Date I Clozeout <|W>
*Document: <|N_> Hotes <|_> Line Hotes < I_ » AD <|_ »  Movation IN_ F Motes <|_>

Figure 2 FM040 Control Block

4. Click or Tab to the Feeder Sys: No Block. Enter the entire Source Document No — ie the
CSTARS Document No for a PO or Contract

5. Click in to the GL End Date field. It populates with the current GL period.
6. Click or Tab to the CCR Vendor Required Field. Highlight Y. Enter N
7. Double click into the Vendor Address & Shipping Details pop-up. Enter the appropriate

vendor as indicated on the Source Document. Enter TPR in the Ship To code field.
Click on SAVE or tab through the remaining fields to return to the FMO040 front page.
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8. Click into the detail block. The requisition data will populate the Request, Type,
Commodity Code, Description, Other Pertinent Info, Due Date, R/l Method, Quantity,
Unit Price, Extended Amount, and the Account Classification fields.

lter: No I_1 ELINHI ’HequesHF} ’TypeISEHV *Commodity [:lmdi.elEJJS

Part No | Stock No | Emp Mo |
Dgsc[iptiun (IT_ > [Other {I_ * *ue Date |31 -AGE-2006 Acceptance DEI_',IS I_?

*Unit Price Estended Amount

*BA Act *NSP PF  Quantity
Requested [0 0 0N [ 40000 sy R 200000 | 300,00

UM | ITert |

Status |EIF'EN |23-FEE=-2IIIIIIB

|rventany: |

Account Classification: <u> F Hotes: <|_>
'i:igure 3 FMO040 Detail Block

9. Double click into the Request field to drill down to the pop up:

Hj Selected Requests for Products and Services (FM040E YER-2.13.0.0)

Date | Z23-FEB-200E *itemn Ho I 1

PO Line ltem Mo I'I_ Doc: *Type "Nu | 51 - | i}
CLIM # I

Req Feeder System: Source I Mo I

Deliver:  Ta [FJ'0 CONNOR Date | 31-.-‘-\UG-2EIEIB

*Quantity UM *Unit Price *Balance ftem Total
Requested | 40,000 HF | 20-000 l \I\SDD.DD
This Tranz | 40,000 | HF | 20.000 a00.00 | a0
[+ Final
MDL FY =Quantity *Amount ACCS For PCURE Line Eem
I 1 |06 40.000 8000014 DER3BEF-PO0 37 03-03-02-000 50-071 -0000-00-00-00-00 25-27-00 = I
| 40.000 | 800,00 PO FMOL Mo | REQ FMDL Mo |

Figure 4 Request Pop Up with RI Method unchanged

Note: The FMO030 Purchase Request Screen records all documents as Quantity Based.
Users can change the R/l method in the Request pop-up. When changing from Q to D, the
system will automatically calculate the total dollar amount.
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To change the R/l method field from Q(uantity) to D(ollar):

Click in the Rl Method Block

Press Backspace

Enter D

Press Save
Click X or Click on the Door Icon to exit to the Front Page

bk~ wn e

{;.-11'3 Selected Requests for Products and Services (FMO40E VER-2.13.0.0)

POLineltemMo[ 1 Doc:*Type [ FOREQ +Ho| 511 - [ 0 Date| 23FEG-2008 “ttem Ho | 1
Req Feeder System: Source I Mo I CLIM # I
Deliver:  To [FJ 0 CONNOR Date [ 31AUG-2006 @\>
“Quantity M *Unit Price *Balance ftem Tatal |
Requested I 40.000 I HR I 20,000 | I 200,00
This Trans I 0ao I EA I 200,000 I 200,00 I - B0 G
L1
[ Final

MDL FY *Quantity *Amount ACCS For POREQ Line fem

S 1.000 | JEEREKE [+ O 4R 3BEF-P00 37 03-03-02-000 50-01-0000-00-00-00-00 25-27-00 | |}

w

| 1_E|DE|| 800.00 PO FMDL Mo | REQ FMDL Mo |

Figure 5 Request pop up with Changed RI Method

10. Double click into the ACCS field to drill down to the ACCS pop-up. The requisition
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data populates the Percent, Quantity, FY, ACCS, Acceptance Emp No, and Receiving

Office. Review or change the information as required.

fﬂ Account Description For This ltem {FM040B VER-2.21.0.0) E i
MOL *Percent *Quantity Amount *FY *ACCS Mo Twpe  Itm MOLA DO
1 1000 | o000 fog o > [ a0 pomed [ [T [ 2
Interfaces Req I I I I
14 DBA3BEF-PO0 37 03-03-02-000 50-071-0000-00-00-00-00 25-27-00-00 0005EE = W
dcceptance: *Emp Mo Iﬁ Hame IF'J 0 COMNOR F Hotes: <|_>
Feceiving:  “0ff No |E.&MS Mame |E.&M5 FROGRAM OFFICE FrDLH |_

'Figure 6 ACCS Pop Up

(NOTE: Remember to update the User Defined Field for correct WF002 routing )
11. When finished making changes, click SAVE to exit the ACCS pop-up.

12. Review the FM040 to the Source Document. If OK, then click into the Approval block.
Press backspace. Enter Y and TAB to approve the FM040 at the first level

ﬂ'! Purchase Order Transaction Screen (FM040 VER-2.23.0.9)

*0One to One <F ¥ *Print m
Document: =T ype |PD3WAY ’E."DIN_ Obligh | 94466 - |_D |_D Total | 100.00

FeederSys: No  [CSTARSDOCNUMBER Modst [ Source |

’ASAP:IN_ Pref I_ [rate Im Referencel Im Grant Amend Mo I_
Effective Dates | 23-FEB-200E | - | Ststuz [DPEN | [ 23-FEB-2006

For: *Bureau Code m Mame INDM =G /L Date Im CCR Yendor Flequiredl?

Vendor: Deser <] > No | 12250 | E Mame [ATMOSPHERIC & ENVIRONMENTAL

=Approval: F By IF'J O COMMOR Date Im Clozeout < IW>

*Document: < IY_ > MNotes < I_ > Line Notes < I_ > AD <|_ > MHowation IN_ F Motes <|_>

Iter: Mo I 1 CLIMNE I *Request <F > =Type ISEHV *Commodity Code IG-"S

Part No | Stock No I Emp No I

Description <|t_ > Other <|_ * =Due Date |23-FEB-2DDB Acceptance Days I v
=R/l Act *MSP FF  Quantity =Lnit Price Extended Amount

Fequested: [0 | [N 0 N | 1000 =y [EA [ 100.0000 | 100,00

Irrventon: I us/M I ITEFPH I

Account Classification: < I_ > F Motes: < I_ > Status IUF'EN I 23-FEB-Z006

Fiauire 7 Comnleted FM040 from Reauiisition
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2. Using the “Line Item” Option

The Line Item Option allows users to insert FM030 Requisition details by Line Item into the
detail block of the FM040. This option is used to insert requisition details into existing FM040
documents. It can be used to enter an original FMO040 if you are not using the “One to One”
option. This option should always be used to insert requisitions associated with FM040 change
orders.

Perform the following steps to use the “Line Item” Option for an original FMO040:

Iﬂ Purchase Order Transaction Screen (FM040 VER-2.23.0.9) - E E
*One to One <|N_ > *Print IN_
Document =Type IW ’[:J'[IIN_ Obligt IW . I_El I_D Total I
Feedsr Sy Mo IEST.&HS DOC WO Modit I— Source I
‘ASJ&P:IN_ Pref I_ D ate m Referencelt IW Grant Amend No I_

Effective Dates |24-FEB-2EIEIE - | ahatu |E|F'EN |24-FEEI-2EIDE
For. *Bureau Code m Mame IND-"-‘-& *G/L Date Im CCR Vendor Hequiredlﬁ
Verdar Deser < |_> Mo I 12261 I 1 Mame IKING YISJAL TECHNOLOGY
“Approval: IN_ By I Date I— Clozeout <|W>
*Document: g IN_ > Moteg <|_> Line Motes < I_ > AD <|_ > Movation IN_ F Motes <|_>

. Figure 8 FM040 Control Block - Manually Entered

1. In the FMO040 click or TAB into the Document Type field. Enter the appropriate type for
this requisition — ie PO3WAY, CONTRT, IAGPO

2. Click or Tab to the Feeder Sys: No Block. Enter the entire Source Document No — ie the
CSTARS Document No for a PO or Contract

3. Click or Tab to the Reference # block. Enter the Line Office (LO) Requisition No

4. Click or Tab to the Bureau Code. Enter the appropriate Bureau Code

5. Tab past the G/L Date

6. Click or Tab to the CCR Vendor Required Field. Highlight Y. Enter N.

7. Double click into the Vendor Address & Shipping Details pop-up. Enter the appropriate

vendor as indicated on the Source Document. Enter TPR in the Ship To code field.
Click on SAVE or tab through the remaining fields to return to the FMO040 front page.
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Itern: Mo I_1 ELIH#I ’Hequest<> ’T_\lpBISEHI'H"' *Commodity [:uldttlGJJS

Part No | Stock Mo | Emp Ho I
Description <|T_ > Dther {I_ > *Pue Date |31 AUG-2006 Acceptance Days I_?

*Rfl Act *MSP FF Quantity *Unit Price Extended Amaunt
Requested 0 0 W | 100 =y B2 BO0.0000 | 300,00
Irventary: | UM | ITeP# |
Account Classification: <|_> F Notes: <|_:> Status |DPEN |24-FEE-2|]|]E

Figure 9 FM040 Detail Block

8. Click into the detail block. Tab to the <>Request field. Highlight N. Hit Backspace.
Enter Y and Tab. Click OK to Acknowledge SAVE message.

9. Click to the Doc: Type field. Enter Requisition Type i.e. POREQ. Double Click in No.
field. A list of values appears. Click on the appropriate FM030 requisition # to insert.

Double click or click OK to insert.

{;.?ii Selected Requests for Products and Services (FM040E VER-2.13.0.0) O .
PO Line Item Mo |1_ Doc: *Type I FOREE | *Ho - - | Date | *ltemn Ho I_
Req Feeder _ CLIM # I
Requisition Document Numbers
Deliver: Rl Method | 0
i 14%
Find fem Tatal
Requested Doc Mo RelMo  Doc Date Reference I
: 14 0 Z4-FEB-2006 LINE ITEM OPTION ~
Thiz Tranz |
I™ | Fiet

Figure 10 Requisition Pop-Up - Select Req #
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10. Double click into the Item No field. A list of values appears. Click on the appropriate
line item # to insert. Double click or click OK to insert.

4.';:11'3 Selected Requests for Products and Services (FMO40E VER-2.13.0.0)

PO Line ltem Mo [ 1 Doc: *Type | POREQ  *Ho | 514 - [ O Requisition Item Numbers !

Rer Feeder System: Source I Mo I
Deliver:  Ta I Find I'-I% IE

Item Mo

“Quantity *LLm *Unit Price
Fequested | | |

L]

Thiz Trans I | |
I | Finel : _'l;l

MOL FY¥  *Quantity *Amount accsp  Find | Ok I Eance'l

[ -
| | PO FMDL Mo | REG FMDL Mo |

Figure 11 Requisition Pop Up - Select Item No

{;;11'3 Selected Requests for Products and Services (FMO40E YER-2.13.0.0)

PO Line Item Nol 1 Doe: *Typel POREQ *Nul 514 - | ] Datel 24-FEB-2006 *item Ho | 1

Rer Feeder System: SOUFCE | P |
Defiver:  Ta [P O CONNOR Date [ 31-4UG-2006 Rl Method [0
*Quantity *mM *Unit Price *Balance ttem Total

Requested I 4 R i (AR N[u} i WD.DD

This Trans qw | zn.000 | wn

[V Final
MOL F" “Quantity *Amount ACCS For POIRER Line kem
I 1 |06 | 40.000 800.0014 DBR3BEF-FOO 37 03-03-02-000 50-01-0000-00-00-00-00 25-27-00 =~ I

I

-

| 4D.DDD| 800.00 PO FMOL Mo | RE@ FMOL Mo |

Figure 12 Requisition Pop-Up with “as-is” Req details
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11. Click in Rl Method field

To change the R/l method from Q(uantity) to D(ollar):
v Click in the Rl Method Block

v Press Backspace

v EnterD

{;-:':1'3 Selected Requests for Products and Services (FMD40E VER-2.13.0.0)

Section 3

PO Line Item No [ 1 Doc: “Type [ PORED *Ho | 54 - [ 0 pate| 24FEB-2006 ‘temHo [ 1
Rer Feeder System: Source | Mo | CLIM # |
Deliver:  To [P0 CONNOR Date m Rl hetho |T >
“Quanitity ___‘llM—Uni Price *Balance al ]
Requested I /&ﬁ’ﬂﬁﬂ I HF I 20.000 I a00.00 I Sﬂm\\
This Trans | MM B00.000 | B00.00 | 800.00 11
[+ Firal

MDL FY *Quantity *Amount

ACCS For POYRER Line tem

|1ns

1000 | JIERERE 14 D& 38EF-FO0 37 03-03-02-000 50-07-0000-00-00-00-00 25-27-00 = l

| 1.000 | 200.00

PO FMOL Mo |— REG FMOL Ma |—

-

Figure 13 Requisition Pop up with Rl Method Changed to 'D*

12. Click in the Amount field. The Requisition Quantity, Amount, and ACCS populate.
Click Save to exit the Requisition Pop Up and return to the FMO040 detail block front

page.
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|ter: o I_1 CLIN#® I_ *Request < ¥ ’Typelw *Commodity Eudelﬁ
Part Ho | Stock No I— Emp Ho I_
Description <|T_> Other <|_> TNye Dam]m Acceptance Days I_?
*RAl Act *NSP FF Quantity *Unit Price Extended dmount
Requestet 0 N U [ | 000 =y A 000000 | 300,00
Inverory | UM | mees [
Account Classification: <|_> F Notes: <|_> Status IUPEN |24-FEE-2|:IUE

.Figure 14 FM040 Detail Block

Note: When using the Line Item Option, not all fields in the FM040 detail block populate.

You will need to enter the following fields.

13. Enter the Item Type

14. Enter the Commaodity Code.

15. Click into the Other field to drill down to the Other Pertinent Information pop-up. Enter
Y in the Default matching. Enter N for Holdback. Enter the Delivery POC employee
number. Press Tab to return to the front page of the detail block of the FM040.

16. Enter the Due Date.

17. Click in the ACCS pop up. Double click into the ACCS pop-up. The requisition data

populates the Percent, Quantity, FY, ACCS, Acceptance Emp No, and Receiving Office.
Review or change the information as required.

. Iﬂ Account Description For This [tem (FM0O40B VER-2.21.0.0) E _}<
MOL *Percent “Quantity Amount *Y “ACCS Mo Twpe Itm MDLA O
1 1000 | sona0 [oe o[ »[ &[0 PoRE [T [ 2
Interfaces Reo; I I I I
14 DBR3BEF-PO0 37 03-03-02-000 50-01-0000-00-00-00-00 25-27-00-00 000566 Py | M
tcceptance; *Emp Mo Iﬁ Mame IPJ 0 COMMOR F Hotes: <|_>
Receiving  =0ff No |I3.&MS Marne |E.&h-15 PROGRAR OFFICE FMDLH I_

Figure 15 ACCS Pop Up

(NOTE: Remember to update the User Defined Field for correct WF002 routing )

18. When finished making changes, click SAVE to exit the ACCS pop-up.
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19. Review the FMO040 to the Source Document. If it’s OK, then click into the Approval
block. Press backspace. Enter Y and TAB to approve the FMO040 at the first level

20. Review the FM040 to the Source Document. If OK, then click into the Ap
Press backspace. Enter Y and TAB to approve the FM040 at the first level

Hq Purchase Order Transaction Screen {FM040 VER-2.23.0.9)

proval block.

*0One to One <F »

Appioval |V By [PJOCONNGR Date [ 24FEB200E
*Document: <|N_> MNotes <|_> Line Nntes<|_ » AD <|_> Hovation IN_

Dacument: *Type IW ’[Z.-"[IIN_ Oblight Iw - I_D I_El Total I 800.00

Feeder Sys Mo IEST.*‘-‘-.HS DOC WO fodft I— Source I

'ASAP:IN_ Pref I_ Date Im Referencedt IM Grant Amend No I_
Effective Dates |23-FEE-2EIDE : | Status ||:IF‘EN |24-FEE-2EIEIB

For: *Bureau Eudem Mame |NUM =G/L Date'm EEHVendnrHequiredW

Vendor Descr  ¢| > MNo| 12241 [ 1 Name [PSPENGROUP

Clozeout < m>

F Hotes <|_>

Part Ho | Stock No I Emp Ho

Item: Mo I_1 CLIMN# I *Request <F » “Type ISEFW *Commodity Code IE;’S

—

Description <|T_> Other <|_> *[ue Date|31-ﬂ.L|E-2EIDE Acceptance Days I_?
A Act *MSP FF - Quantity *Unit Price Estended &mount
Requested 0 1 i i | 1000 =y A | Bo00000 | 30000
Inventory: | /M | ITBF4 |
Account Classification: <r> F Hotes: <r> Statys [OPEN  [23-FEB-2008
Figure 16 Completed FM040
Feb 2006
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2. Inserting Requisitions for Change Orders

This section describes the process for inserting requisitions for change order documents. Only
requisitions to increase the quantity or dollar amounts can be inserted into the FM040.
Decreases to the quantity or dollar amount are keyed in manually.

A Increasing the Quantity or Amount on a Line Item with No Previous
Requisition — Open or Closed Line Item

If you receive a change order with an FMO030 requisition for a line item that has had no previous
requisitioning activity, you will need to insert a new Line item in the detail block of the FM040
and follow the instructions for the “Line Item Option” to insert the requisition details.

B Increasing an Open Line Item with a Previous Requisition

If you receive a change order with an FMO30 requisition for an open line item that has had
previous requisitioning activity, you’ll need to perform the following steps to insert the
requisition details into the Line Item.

For Dollar Based Line ltems:

{;;11'3 Purchase Order Transaction Screen (FMO40 ¥ER-2.21 _ | Dlﬂ

*One to One <|N_> ’PlinlIN_
Documert: *Type IF‘DMM‘ -c;uF I]hlig#l E4183 |_u |_1 Totd | 1,500.00

Feeder Syz: Mo |D|313305EI3522831 fodft l_ Source I

‘ASAP:IN_ Pref I_ Date Im Referenceff IW Grant Amend No I_
Effective Dates |2?-FEE-2EIDE . | Status |I:IF'EN |2F-FEE-2EIIJE

For *Bureau Code m Mame INDM *G/L Date Im CCR Wendor Hequiredlﬁ

Yendar Descr < I_:, Mo I 1377 I 1 Mame [WDDDS'DE TEMPORARIES, IMC.

*Approval: IN_ By I Date I Clozeout <|W>
*Document; <|N_> Motes <|_> Line Motes < I_ » AD <:|_ » Movation IN_ F Hotes <|_>

Figure 17 FMO040 Control Block - Change Order

1. In the FMO040 click or TAB into the Document Type field. Enter the appropriate type for this
requisition — ie PO3WAY, CONTRT, IAGPO

2. Click or Tab in the C/O Block. Enter Y. Enter the Obligation Number from the Source

Document or double click and select from the List of Values. The Feeder System No.,
Reference, No, Bureau, and VVendor populate the control block.
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3. Click into the G/L Date Field. The current accounting period populates.

4. Click into the detail block. Select the appropriate Line Item.

|tern: Mo E ELIH#I *Request <F » *Type |5EFN *Commodity Code IWS
Part No |MEID 1w /REQN Stock No I Emp No I
Description <[T > Other <|_> Due nat5|31«JUL-2EIDE Acceptance Days |_?"

*RA Act *MSP Quantity *Unit Price Estended Amaunt

Requestest 0 0 | 100 sy A 16000000 | 1,600.00
Invertory | uM [ ITeP# |

Account Classification: <|_:> F Motes: <|_> Shatuz ||:|F'EN IE?-FEB-EDDE

Figure 18 Detail Block — Line Item Detail before Change

5. Double Click into the Request Block.

;;E'ﬁ Selected Requests for Products and Services (FMO40E ¥E - | Ellil
POLineltemMo| 2 Doc:*Type G o | 478 - [ 0 Date| 27FEB-2006  ‘ttemMo [ 1
Rer Feeder System: Source | i | CLIM # |
Deliver.  To [PJ 0 CONNOR Dt | 16-4U5-2008 Rl Wethod |T
*Quantity M *Unit Price *Balance Item Total
Reguested | 20,000 | HR | 20,000 | 1.600.00 | 1.600.00
Thiz Tranz | 1.000 | Ef I 1,600,000 | 1.,600.00 | 1,600.00
Iv | Final
MOL FY *Quantity *Amount ACCS For POWRER Ling kem
1 |06 1.000 1.600.00 {14 5E8M2G00-PO0 07 05-07-03-000 40-071-0000-00-00-00-00 25-27-00. -~ I
| 1.DDD| 1.600.00 PO FMOL Mo | REG! FMDL Mo |

Figure 19 Requisition Pop-Up “as-is”
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6. Click on the E to add a record.

7. Click to the Doc: Type field. Enter Requisition Type —i.e. POREQ. Double click in No.
field. A list of values appears. Click on the appropriate FMO030 requisition no to insert.

Double click or click OK to insert.
_ |0 x|

PO Line kemMo | 2 Doc:Type | PORED o |EEENN - | 0 oete| ZPFEB2006  temMo|
Al EC U N uisition Document Numbers ﬂ L I

Celiver:  To Rl Method | O
| v | P
i Dach Rl Ll

oc NO Bl MO o Late EIE[ENCE -
Reguested | W 0 174EB206  UGRILOT-REQT A
- M0 0 ZFEB206 ORFILOTREQAS00
Thiz T
st | 404 0 DFEB00  POC-ORIGINALREQ

7Y Selected Requests for p

[ 27-FEB-2005

I™ Finel

I
Figure 20 Requisition Pop-Up - Select Req No

8. Double click into the Item No field. A List of values appears. Click on the appropriate
Line Item No to insert. Double click or click OK to insert

Jl‘;':':l'_i Selected Requests for Pr _ I Ellil
FO Line Iterm Mo |T Doc: *Type | FPORED  *Ho | 479 - [ 0 pste| 27FEE-2008 *Hem Ho -
Ren Feeder Syatem: Source | Mo | :
4
Deliver:  To | : _I
*Cruandiby U *Unit Price g Il i
Fiequested | | | ltem Mo ;l
Thizs Trans | | |
I~ imal
4 »
MDL FY  *Quantity *Armount ACCS For P
Find | [ ok | cancel |
| | PO FRDL Mo | RES FMDL Mo |

i:igure 21 Requisition Pop Up - Select Item No
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9. Click in the Amount field. Notice that the system automatically has converted the R/I
Method from Quantity to Dollar based on the existing Line Item receiving method.

{;;11'3 Selected Requests for Products and Services (FMO40E VE _ | D'il
PO Line ltem Mo |T Doc: “Type | POREQ Mo | 73 - [0 pste| 27FEB-2006 *ftem Ho | 1
Req Feeder System: Source I Mo | )
Deliver;  To |F'J 0 CONNO Date | 15-40UG-2006
uantify UM *Unit Price *Balance tem Total
Requested | \mnmu [ HR 20,000 | 320000 | 200,
This Trans | _ EA | 4600000 | 3.200.00 '500.00
v Final
MDL FY *Quantity *Amount ACCE For PORER Line tem
2 [06 1.000 | [+ 5N 2G00-Fan 01 05-01-08-000 40-01-0000-00-00-00-00 25-27-00 - | |}
| ‘I.DDD| 3.200.00 PO FMOL Mo | REG FMDL Mo |

Figure 22 Requisition Pop Up - New Req inserted

10. Click Save to exit the Requisition Pop Up and return to the FM040 detail block front page.
Notice that the Unit Price and Amount has been increased.

ltem: No |_2 ELINH|_ ’Hequeslf{F} ’TypelW “Commodity Eudew

Part No [MOD 1 W/REN StckNo [ Emp No [

Description <[T > Other <|'> Due Date |1 FAUG-2006 Acceptance Days |_?
RA Aet *NSP Quantity Unit Price Extended Amaunt

Requested: 0 N N[ 00 g A [ 4Am000 ( 460000

| esentony: UM ITEPt

Account Classification: e:“} F Notes: <|-> Status JOPEN |2?-FEB-EDIJE

-Figure 23 Line Item Detail
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Section 3

11. Click in the ACCS field. Double click into the ACCS pop-up. Notice that system populates
both requisitions associated with this Line Item as separate Multiple Distribution Lines

(MDL).

: lﬂ Account Description For This ltem {FMO40B ¥ER-2.21.0.

o [

MOL *Percent *Quantity

Amount Y =ACCS Mo

TR |

1.000 |

o000 [G5 [ o] [porea T[T I_

Type  Im  MDL &

Interfaces Heq: I

dooeptance. *Emp Hul el

Receiving:  =0ff Mo |CAMS

14 5BNZGO0-P00 071 05-01-08-000 40-01-0000-00-00-00-00 25-27-00-00 000566

Name |F‘J 0 COMNOR

Mame |E.&MS PROGRAM OFFICE

Y

|_2 | G666 |

1.000 |

s [ 3 [ oo o [ [

Interfaces Req: |

|14 5EN2G00-PO0 071 05-01-05-000 40-01-0000-00-00-00-00 25-27-00-00 000566

an

S

Figure 24 ACCS pop-up with revised MDL and Total
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Funds Reservation User Guide Section 3

For Quantity Based Line Items

1. Inthe FMO040 click or TAB into the Document Type field. Enter the appropriate type for this
requisition — ie PO3WAY, CONTRT, IAGPO

2. Click or Tab in the C/O Block. Enter Y. Enter the Obligation Number from the Source
Document or double click and select from the List of VValues. The Feeder System No.,
Reference, No, Bureau, and Vendor populate the control block.

3. Click into the G/L Date Field. The current accounting period populates.

4. Click into the detail block. Select the appropriate Line Item.

5. Double Click into the Request Block.

6. Click on the E to add a record.

7. Click to the Doc: Type field. Enter Requisition Type —i.e. POREQ. Double click in No.
field. A list of values appears. Click on the appropriate FM030 requisition no to insert.
Double click or click OK to insert.

{;:1:1'3 Selected Requests for Products and Services (FMO40E VE — I I:II XI
PO Line ltem No [ 1 Doe: *Type [JIFEEEEN Ho | 482 - [ 0 Date| 27-FEB-2006 *tem Ho | 1
Req Feeder System: Source I Mo I CLIM # I
Deliver:  To IF'J 0 COMMOR Date | 15-4G-2006 Rl Methodd |E
*Quantiby UM *UInit Price *Balance ttem Total
Requested I 2.000 | E& I 135.000.000 I I 27000000
This Trans I 2.000 | E& I 136,000.000 I 270.000.00 I 27000000
Iv | Fimal
MWDL FY *Quantity *Amount ACCS For PCYRES Line temn
I 1 |06 2.000 270,000.00 14 58M2G00-FO0 01 05-01-08-000 40-01-0000-00-00-00-00 37 -16-00- = I
| 2.000 | 270.000.00 PO FRDL Mo | REG FMOL Rlo |

Figure 25 Request Block "as is"

Retrieving FMO030 data into FM040

Page 18 of 23

Feb 2006



Funds Reservation User Guide Section 3

8. Click to the Doc: Type field. Enter Requisition Type —i.e. POREQ. Double click in No.

field. A list of values appears. Click on the appropriate FM030 requisition no to insert.
Double click or click OK to insert.

| {;;11'_‘_! Selected Requests for Products a - |D| b
PO Line ltem Mo |1_ Doc: “Type I PORED  *Ho - - | Diate | *tem Ho |_
Req Feeder System: '

Requisition Document Numbers ﬂ CLIN# |

Deliver; T|:|| Rl Method | ()
Find Isa’c-f-IES I_
*Q ftem Total
Doc Mo RelMa Doc Date Heference
Requesed | 43 0 JTFERJNE 208
Thiz Tranz |

[~ il

L
Figure 26 Request Block - Select Regn

9. Double click into the Item No field. A List of values appears. Click on the appropriate Line
Item No to insert. Double click or click OK to insert

Fii Selected Requests for Products an ;

PO Ling ltem No |1_ Doc: “Type | FORED  *Ho | #£3 - |0 ; il .
Req Feeder System: SOurce I Mo I H —
Deliver:  Ta | Find |1% IE

*Quantity UM *Unit Price
Requested | I I -
This Trans | I I =
[~ Fingl

MOL FY  *Quantity *Amount ACCSF Fird | Eanu:ell

Figure 27 Request Block - Select Line Item
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10. Click in the Quantity field. The requisition Quantity, Amount and ACCS populate.

{;;11'3 Selected Requests for Products and Services (FMO40E YE _ | I:Ilil
PO Line Item No |1_ Doc:*Type | PORED Ho| 483 - [ 0 Date[ 27FEE-2006 “Itern Ho |1_
Req Feeder System:  Source | Mo | CLIN # I
Deliver:  To [P O CONNOR, Date | 15-41G-2006 Rl Method |E
*Quantity UM *Unit Price *Balance tem Tatal
Requested | 100 [ Ea | 135,000,000 | 135,000.00 | 135,000.00
This Trans | 100 [ EA | 135,000,000 | 135,000.00 | 405,000.00
|v Final
MOL FY  “Quantity *Amount ACCS Far POREG Line tem
B 135,000.00 14 5BN2500:P00 01 05-01-08-000 40.01-0000-00-00-00-00 31-16:00.~ | |]
| 1.|:|E||:|| 1:35,000.00 PO FMOL Mo | REG FMDL Mo |

Figure 28 Request Block with changes

11. Click Save to exit the Requisition Pop Up and return to the FM040 detail block front page.
Notice that the Quantity and Extended Amount has been increased.

ltem: Mo I_1 ELINHI 'Hequest<F> ’TppeIEumP *Commodity I::||Jd|ﬂ|GJJS

Part No | Stock Mo I Emp Ho I
Description <||3_> Other <|_> Due Date|15-ﬂUG-EDUE Acceptance Days I_?

*RA Act *NSP Quantity *LInit Price Estended Amaunt

Requested 0 N N | 00y 2 [ 100000 | 405,000.00
Inventary | umM [ ITEP% |

Account Classification: <m> F Motes: <|_:= Clatusz IDF‘EN IE?-FEE-EDDE

-Figure 29 Line Item Detail with revised Qty & Amt
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Section 3

12. Click in the ACCS field. Double click into the ACCS pop-up. Notice that system populates
both requisitions associated with this Line Item as separate Multiple Distribution Lines

(MDL).

{;E'ﬂ Account Description For This Item (FM040B VER-2.21.0.0]

=1al x|

MDL =*Percent =Huantity Amount * =ACCS Mo Type Itm  MDL A 0
1 i | 2000 | 27000000 [08 <[ » | sz-[ JpoRed [ [ [ =

Inteffaces Req I I I I

14 58N2G00-P00 01 05-01-08-000 40-01 -0000-00-00-00-00 31-16-00-00 000566 Pr [N

Acceptance:  *Emp Mo Iﬁ MHame IPJ 0 COMMNOR F Motes: <|_>

Receiving:  *Off Mo [C2MS  Name [CAMS PROGRAM OFFICE oL [

[ 2 [ 33 1.000 | 13500000 [08 < | s3-[o Jpomed [ 1 [ 1] [
Interfaces Req: I I I I

[14 5EN2G00-PO0 01 05-01 -08-000 40-01-0000-00-00-00-00 31-16-00-00 000566 e [

Acceptance: *Emp Mo Iﬁ Mame IF'J 0 COMNOR F Notes: <I_>

Receiving  =0Ff No ||:a|v|s Mame [CAMS PROGRAM OFFICE FMDL |_ =

[100o00 | 3000 | 405,000.00

Figure 30 ACCS pop up with revised MDL's
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C Partially Decreasing an Open Line Item with a Previous Requisition

This section describes the necessary steps to partially decrease (deobligate) a Line Item where
there has been previous requisitioning activity.

For Dollar Based Line ltems:

1. In the FMO040 click or TAB into the Document Type field. Enter the appropriate type for this
requisition — ie PO3WAY, CONTRT, IAGPO

2. Click or Tab in the C/O Block. Enter Y. Enter the Obligation Number from the Source
Document or double click and select from the List of VValues. The Feeder System No.,
Reference, No, Bureau, and Vendor populate the control block.

3. Click into the G/L Date Field. The current accounting period populates.

4. Click into the detail block. Select the appropriate Line Item.

5. Double Click in the Request field to drill down to the Request pop up. On the “This Trans”
line change the Balance to reflect the new total. Click in the Amount field to update.

{;;11'3 Selected Requests for Products and Services (FMO40E - | I:Ilil
PO Line ltem Mo [ 1~ Doc: Type FGEA o [ 481 - | 0 Date| 27FEB2006  MemHo| 1
Req Feeder System: Source I Mo I CLIM # I
Deliver:  To [P.J 0 CONNOR Date | 15-AUG-2008 RI Method! [0
*Quantity UM *Unit Price *Balance ttem Total
Requested | 1.000 B I 2800000 I 250000 | 2.500.00
|
Thiz Trans 1.000 Ea | 2.000.000 2,000.00 L/EELDELDQ/
[ | Firil
MOL F¥  *Quantity pnount ACCS For POREG Line trem
I 1 |06 1.000 ( 2.000.00 1-4)58N2I3EIEI-PEIEI 01 05-01-02-000 40-01-0000-00-00-00-00 25-27-00- ~ I
| 1.000 | 2.000.00 PO FMDL Mo | RE FMDL Mo |

Figure 31 Request Block showing Decrease
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6. Click Save to exit the Requisition Pop Up and return to the FM040 detail block front page.
Click in the Unit Price and change to the reduced amount.

|ter: Mo I_1 ELIHHI ‘FlequesH:» ‘TypeISUPF'W *Commodity EuudelGJJS

Pait Ho | Stock No | Emp No |
Description <|S-> Dther <:|_> Due Date|15-ﬁUG-2UUE Acceptance Days I_?

*RA it *HSP Quantity *Unit Price Estended &mount

Requested [0 1 W | 100 ym 2 20000000 | 2000.00
Inventary | uM [ Tert |

Account Classification: <|_> F Notes: <|_> Status IDF'EN |2?-FEB-EDDE

Figure 32 FMO040 Detail Block - Line Item Detail Reduced

7. Double click in ACCS. Note that the system has updated the Amount to reflect the decrease.

7 Account Description For This ftem (FMO408 VER-2.21.0. _ ol x|
MOL *Percent =Quantity Amount Y “ACCS Mo Type  Itm  MOL &
1 1.0 | om0 [ue ¢ 5] 4 poRea [ 1[0 |_ -
Interfaces Heq: I | I |
14 5EW 2G00-R00 07 05-01-08-000 40-01-0000-00-00-00-00 26-27-00-00 000566 = IT
dcceptance; *Emp No Iﬁ M ame IPJ 0 COMMOR F Hotes: <|_>
Receiving.  *0ff No  [CaMS Hame |C&M5 FROGRAM OFFICE FMOLY I_

Figure 33 ACCS Pop Up - Showing Decrease

C Fully Deobligating (Closing) an Open Line Item with a Previous
Requisition

Use the FM018 Obligation Reopen/Close Screen to fully deobligate (close) a line item according
to your normal business procedures.
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